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Introduction to DPAS

What Is DPAS?

DPAS is a Windows based system that uses a Client/Server Graphical User Interface (GUI). Users
are required to have a personal computer operating Windows (Windows 95, NT, etc.). The GUI
provides a Multiple Document Interface, which allows a user to move from one process to
another without exiting from current process.

DPAS provides on-line capability to support all functions that are associated with property
accountability and equipment management. A small portion of the system functions is
accomplished by batch processing of interface transactions or processing of summary report
data. DPAS is an independent operation and does not require support from other systems for
processing data. It can be used as a stand-alone property management system that provides
general ledger control and depreciation schedule information to accounting systems, as well as
documenting the physical control of installation equipment.

The system contains mandatory and optional modules available through a variety of toolbars
containing buttons that will apply a command with one click of the mouse. The primary system
functions include all actions associated with property management, accounting, equipment
utilization, and preventative maintenance schedules.

The system provides the accountable officer with the capability to update item authorizations,
cataloging actions, accountable record processing (e.g., receipts, turn-in, and inventory
tracking/status), accounting depreciation data, serial number tracking, component visibility, and
an automated document register. All input data is validated on-line prior to updating the
database.

DPAS offers four different methods of managing equipment:

> Serial one item, one record.

> Bulk multiple items, one record.

» System group related items.

» Kit components of sets or outfits.

The system provides the equipment manager or responsible officer the ability to manage all
actions associated with maintenance and equipment utilization. Work orders are automatically
generated. The user can create and print trip tickets for all mobile equipment.

Warranty information for equipment is tracked. Equipment management data includes statistics

developed for under and over utilized equipment and parts and repair costs for equipment
maintenance. Data is also provided to support oil analysis programs.

I-1
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Why Is DoD Converting To DPAS?

Regulatory financial and physical reporting of property, FMFIA and CFO compliance
Integration of financial and property data

Eliminate redundant systems and costs
System interfaces to DoD migratory accounting systems
Asset visibility and redistribution

YV VYV VY

CAPABILITIES: INVENTORY MANAGEMENT & FINANCIAL REPORTING

Catalog of assets (serial & bulk)

Supply interface capabilities

Authorization tracking

Automated Document Register

Component visibility & tracking

Hand Receipt & Sub Hand Receipt Holder capabilities

Automated reporting of ADP assets to DISA through an interface with DITMS
Management of warranty/service/lease information

Complies with DoD financial reguiations.

YVVVYVYYVYVY

History is maintained on most transactions.

CAPABILITIES: EQUIPMENT TRACKING

Automated build of skeleton maintenance record
Automated preventive maintenance scheduling
Complete utilization reporting

System-generated work orders & trip tickets
Maintenance/breakdown/repair hours tracking
Historical maintenance/utilization data

YVVVVVYYV

CAPABILITIES: REPORTING

Over 100 pre-formatted reports available in DPAS
MyEureka! Report Designer included with DPAS allows the user to create customized
reports

Y VY
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DPAS Overall Goals and Objectives

The DPAS manual is extensive, covering everything available for use in the DPAS system.
However, depending on your Activity/Agency, you may or may not cover all aspects of the
system. Below are the overall minimal course objectives of the DPAS course.

Our goal is not to make DPAS experts, but rather to ensure that the student comprehends and
demonstrates mastery of the basic user functions covered in Phase One of the DPAS training
course,

O By the end of training, the user needs to be able to print out a Hand Receipt, and
demonstrate understanding of how to:

v add to;
v designate as excess; and
v delete items from the Hand Receipt.

0 This includes using not only the Hand Receipt module, but also performing actions in all
other modules required to satisfy DOD agency-specific DPAS use, which may or may not

include:
V' adding to or querying the Catalog;
v adding Authorizations;
v generating appropriate document numbers in the Document Register module;
V' processing transactions in the Hand Receipt, i.e., property book, itself; and
v activating capital assets for depreciation.

I-3
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Interfaces

DPAS has the ability to interface with several external systems. These interfaces allow DPAS to
receive data, provide data, or communicate interactively depending on the system interface.
Catalog Interfaces:

DPAS contains interfaces with the following sources of asset catalog information:

o SB-700-20
o AMDF

Army Unique Item Tracking (UIT) Interface:

DPAS supports a one way interface for UIT reconciliation through CBS-X.
Accounting Interfaces:

DPAS supports interfaces with a number of accounting systems, including:
SIFS

DBMS

IFAS
WAAS

000D

Real Property Interfaces:

DPAS supports interfaces with a number of Real Property systems, including:

a IFS
o PRIDE
ADP Interface:

DPAS automatically generates ADP transactions for ADP equipment that change status in the
database. This data is sent daily to Defense Information Systems Agency (DISA) through the
DITMS reporting system.
Supply Interfaces:

DPAS will interface with the following supply support systems:

o AMCISS - US Army Materiel Command

Q SARSS-O - US Army

o BOSS - Various DoD Agencies. This is a one way interface
o DMLLS - Various DoD Agencies. This is a one way interface
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Logging Into DPAS

INTRODUCTION
This process shows you how to log into DPAS for the very first time.

PREREQUISITES

You need to submit the DISA Form 41 (Security Access Account Request). This form will need
to be submitted to either Dayton, OH or, for Navy activities, Norfolk, VA. .

You will need a USER ID, PASSWORD, and a SITE ID to access DPAS.
STEPS TO PERFORM ACTION:

Double-click your DPAS icon on your desktop.

STEP 1:

! @ enter your
assigned login.

© Enter the
temporary
password you
were assigned.

® Enter your
data base name.

2, e
Do

O ciick QD

Defense Progenty Accouncalbilicy Syelen

NOTE:

| Remember that your user-id and password are unique to you and must be kept confidential.
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Logging Into DPAS (Cont'd)

STEP 2:

A validation error bz accorred Click OK.

& Password hos expired

FLoT——

STEP 3:

Change Password

@ Enter the password
you are changing.

- Old Password:

T
® Enter your NE
password.

- New Password:

wj
[ |
© enter your NEW

password again to
verify.

— J

0 The new password must have a minimum of 6 and a maximum of 12 alphanumeric
characters.

Q Must contain one number embedded inside.

0 DPAS passwords must also contain one of the foIIoWing special characters: @, #, $, or an
underscore.

The first position CANNOT be an underscore.
Must have one (1) capital letter.
O The password cannot be the same as the user ID.

§ubr_l_1it -a ‘BMW

PASSWORD RESTRICTIONS:

. > ¥
¥ NOTE:

Passwords are now CASE SENSITIVE, so a user can include a capital letter (example:
A Diet_7up).
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Changing Your Password

INTRODUCTION
This process will show you the procedures used to change your password in DPAS.
PREREQUISITES
None
STEPS TO PERFORM ACTION
1. Select File from the menu bar.
2. Select Change Password.

Print Reports

Management Messages
User Defaults

Change Password
Security POCs

DPAS Home Page
Exit F3

STEP 1:

Change Password | X] I

O Enter the password

s e el e, o) YOU @re changing.
. Old Password: 1 |
: . /@ Enter your NEW
- New Password: ; password,
|
Re-enter New Password: i

® Enter your NEW
password again to
verify.

1
r@ Click Submit. 7

I-7
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Changing Your MyEureka! Password

INTRODUCTION

This process will show you the procedures used to change your password in MyEureka/l
PREREQUISITES

None

STEPS TO PERFORM ACTION

1. Select Ad Hoc Reports icon or select Ad Hoc from the menu bar.

2. Select MyEureka! from the program group.
STEP 1:

Ztep L Select Query Type

Eouthothee

Aricas

Americas  SPOOID  Shartug Te Ghoe  (608]1696-133
Americas  SDOOOL Secces Mok 7rEses f
Amgricds  ALEOOL  Flat Fert (FORA-190 £
Americds  SKI00Z S« T Yeu Droy LM (303}677-192
Americas  SPOQOL  Sporfs WerGwuse  (202254-129 |
Amtricds  SPOO0A Sperts Gavuceph (20776092 |
Americds  SOU0L Seutusestire Sparts (0D 0767 1
Furube SPOO0T Spurtd SCMNRIZAG  L7428SL0 :
Furape BAVOOL Bayesd ShortsGmoH 3046882

Furane SPJ003 Spertscedset nihed LA BB 238
Furane SPOO06 Smertsdleure Pk Lol 474 awsa
Furafe SPOO0R Shartetrel DUA G 3B1 34102

[ FOO00L Fautveg SA 9100300

€ Grouped Detai
€ Dverall Summary
€ Create TM1 Cube

This type of quety allows you to fist
detail information from your database.
For-example; all orders.

If you get the wizard,
click Finish; otherwise,
go to the next step.

Flle Nawe. wiz_det e

ge: L |

I™ Do not show this wizard inthe fu

< Bk l Nexts l Finish /4/ Cancel l Help l

I-8
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Changing Your MyEureka! Password (Cont’d)

STEP 2:

O From the menu

HTML Defaulis...
Cache Defaults...

| bar, select Tools.

 Select Database

Disconnect

Connection Defaults...

QuickQuery Styles Editor...

Suto Toor Bulider .,

ODBC Data Source Administrator ...

Histedote Sonoger s

Cube Bwpiotyr .

STEP 3:

Connection | Preferences | HTML Defaults | Cache ]

~Default - Data Source: ;

® Make sure that
your DPAS database
name is displayed.

[

Login ID: |

Password: l

Server Name: ]

Database Name: ]

™ Prompt For Data Source at Riintime

@ Make sure that
your DPAS user ID
is displayed.

N

©® Enter your DPAS
password.

Default Metadata File: |

Personal Data Mart: l

r~ Download Metadata File from Report Server

|
|

Server Name: ]

ﬂ Refresh Servers l i

Host Hame: I

;
i
|

;

Fighneve ” ® Ciick OK. ]

/

[ o i Cancel |

Help J
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Navigating DPAS

Navigating DPAS

DPAS Users who are familiar with other Windows based systems should have no trouble
navigating DPAS.

This section will help to familiarize you with the general layout of DPAS, and explain the various
methods of accessing the many process screens contained in the system.

The DPAS Main Menu

¥EDPAS Main Menu
File'DocReg- Aulhn ' Catslog . Accouning “Hand Repl * HRH . MainbH - Inquiries . Ad Hoe - Qtities . 59y

Defense Property Accountability: System
=N

I €S &

Dacument Authorizations Catal;lg
Register
T s
Hand Maint: o
Receipt & Utilization Inquirics
- *
. (3
Ad H Seruri
Repo?fg Ssrurity Exit DPAS

The DPAS Main Menu displays icons for each of the main process areas, or modules, in DPAS.
These areas are:

Document Register
Authorizations
Catalog

Accounting

Hand Receipt

Hand Receipt Holder
Maintenance and Utilization
Inquiries

Ad Hoc Reports
Utilities

Security

N-1
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Navigating DPAS (Cont’'d)

There is also an icon that allows you to exit the system.
To access any system module, simply use your mouse to click on the corresponding icon.

At the top of the main menu screen, a menu bar is displayed. This menu bar can also be used to
access the DPAS modules. To use the menu bar, you can click on the module name in the menu
bar with the mouse, OR, press and hold the Alt key, while pressing the letter key that
corresponds to the underlined letter in the module name.

For example, to access the Hand Receipt Module, you would press and hold the Alt key, and
press the R key at the same time.

Accessing any module will display a menu of processes available in the chosen module, as
dispiayed below:

v 0pas Main Menu
Fie DocReg Auhn Calslog’ Accourting Hmdﬁciat"lﬂj MainbAtl- - Inquiries Ad Hot' - Utities

Defense Property Accountability . System

* " Detall Turn-infTranster

- Inferfaces
i =,
Hg ' Inquiries Mai b
ol i inquiies
Help

L
Ad Hoc - Utilities Beeuriyy Exit DPAS
Reports

Some processes in each module will also produce sub-menus as shown in the illustration above.

To access a particular process, simply click on the process name with the mouse.

N-2
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Navigating DPAS Screens
When any specific process is first accessed, DPAS will display a KEY DATA screen. This screen is
used to enter information DPAS needs to complete the process.

In the example below, the End Item Increase key data screen is displayed:

Key Data m
2]
~Type Action 2

{* New Procurement ¢ Admn Adj Rpt [AAR)

Depr Ohy
" Transfer In * Ammunition Rgint At

T Reversal SRGEIEAS

Warranty

[T Bulk Asset

uIC: 3 | DocNbr:] ]
Bar Cd: ‘

Stock Nbr: | ]

Serial Nbr: | I~ Multiple Entries

| OK ] Clear I Cancel

Iype Action i llil!llﬂ Button:
NCW Procurement Admn Ad] Rpt [MR] . ith t t

C Transfer In ¢ Ammunition | § circle next to the

| desired process.
" Reversal ir

TR 1 o R T e

To activate a check box, click
™~ Bulk Asset | once with the mouse in the
|| corresponding square.

S

N-3
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Navigating DPAS Screens (Cont'd)

Dec Nbr: ]

To navigate between data entry
{ fields, use the TAB key.

1 Browse Buttons:

i1 These little wonders are a real time saver while using DPAS. For certain fields,

| clicking on the browse button next to the data entry field will prompt DPAS to
il display a list of all possible entry items for that field.

For example, clicking the browse button next to a UIC field will display a list of all
| UICs that the user has access to.

oK Clear i Cancel

: Fnction Buttons:

5{ Functions buttons are used in DPAS to perform specific actions with the data entered in a
] screen.

| Some of the common function buttons in DPAS and their functions are:

oK : Tells DPAS you are done entering key data information.

Clear ]
__ Gancel |

: Clears all information from a specific screen.

Cancel | . .
: Cancels a specific process and returns you to the main menu.

i There are many other functions buttons used in DPAS. You will see more of them as you
§ complete the DPAS Training course.
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Navigating DPAS Screens (Cont’'d)

Tool Bar Buttons

In many DPAS process screens, you will see TOOL BAR buttons at the top of the screen. These
buttons allow you to access other DPAS processes WITHOUT leaving the process you are working
in.

Pictured below are the tool bar buttons from the End Item Increase screen:

Solieli| 6 | 4] 2|
bty

E: Allows you to access the DPAS Catalog module.

Fsd

x

HMERI: Allows you to access the DPAS Catalog Manufacturer Key process.

: Allows you to access the DPAS Authorization module.

: Allows you to access the DPAS Hand Receipt Holder Add/Change/Delete process.

: Allows you to access the DPAS Report Generation screens.

Ry
ﬂ: Allows you to access the DPAS Inquiry functions.

: Allows you to print a report.

: Allows you to add a date/time stamp.

The last four buttons on the screen are standard on every DPAS screen. Other buttons will
appear depending on the process you are using at the time.

"  NOTE:

1 Not all functions will be available to all users, due to differences in DPAS User Security levels. ’
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DPAS Online Help Screens

There are four different ways to obtain on-line assistance while using DPAS:

Help from the Main Menu

Help in each DPAS module

? on each screen in DPAS
Right-click in a data element field

vV VYV

Below are examples and exercises for you to become familiar with the on-line help.

Main Menu Help

»  Click on Help from the menu bar. This will list three options:
» DPAS — This is the main help screen
> What's New - Gives the latest information about the release
» About DPAS - List the User ID and Site Id, also what release you are using. This is
helpful if you need to contact the Help Desk for assistance.
¥ DPAS Main Menu M= 3
Fle DocReg Authn Catalog Accounting HandHept HRH Mant/UNl Inguries - AdHoc - Utlites Security
DPAS
-g= \what's New
Defense Property Accountability System About DPAS
tornl ==
B = ,,
[ﬁ!:él{g&l‘rlt Authorizations Catalog Rccounting
Mo Nt Inauiies
- e
Ad Hoc Utilities Security Exit DPAS
Reports
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DPAS Online Help Screens (Cont'd)

1. Click on the What’s New option.

B coodnertf - viordPad

D|z(u|

L.t

Defense Property Accountability System (DPAS)
13.0.00 Relecase Notes

1. Overview

This release contains 13 System Change Requests (SCR) and 114
Program Trouble Reports. The effective date for this release is
December 4, 2000. For those requiring the Symbol Technologies PDT
scanner software, it 13 now available from the DPAS web site.

2. Installation of the client software

For release 13.0.00, only the DPAS client programs require updating.

It is not necessary to uninstall version 12.1.08. If the DPAS software
1s insvalled on a shared drive for sharing among all DPAS users, only
the software on the LAN drive will need to be updated. The supporting
softvare, Supra NT and MyEureka!, do not need to be updated with this
release. If this is a "firsc time” install, you may need to update a
Uindows dll (see note below). For detailed Installation Instructions
for the DPAS softvare and related softuare packages, consult the DPAS
home page/support area.

While it i3 not necessary to uninstall the previous release of the
DPAS, should you decide to prior to installing the nev release, the
uninstall procedures are as follows:

-
U =

ForAHeb‘pmss F1 H NUM
What's New will give you the information from the most current release. This contains the
1) System Change Requests (SCRs), 2) Program Trouble Reports (PTRs), 3) System Requirements
and 4) Whom to Contact for the Release.

Close out of the text document and return to Help from the Main Menu. Click on About DPAS.

User Id: = mgriffit

Site Id: ADP1
Actbl UIC: WDMEAA

DPAS Client Yersion Nbr: 15.0:00
DPAS Server Version Nbr: 15.0.00 Info

HEH

MyEureka! Version Nbr:  6.1.313 Info
NETConnect: 08311998 Info l
0DBC Driver: 28.!_]0.[][][]2

N-7



Navigating DPAS

DPAS Online Help Screens (Cont’'d)

About DPAS lists the User Id, Site Id, and the Actbl UIC. This also shows the Version of DPAS
that is installed on your system/server.

2. Click ____95____’ to return to the Main Menu.

3. Click on Help from the Main Menu, then select DPAS.

file ‘Edt Bookmark Options - Help

Help Topics [ pnt s | o» ] ghen |

W JQ ] ] i Welcome to DPAS - The Defense
BEN) i cloome 10 DPAS J Property Accountability System

+ @ DPAS Locator Table and

3 Q Section 1

@ Section 2

¥ Q Section 3 |”

. Section 4

+ @ Section 5/Main Menu

This system provides the

* QAuthorization capability to maintain property bock

+ @ Catalog accountability, monitor equipment

B2 QAccounling utilization, and schedule preventive
>+>0HandReceipt maintenance actions. This is accomplished
F Q Hand Receipt Holder li by accessing the appropriate processing

¥ Q Maintenance and Utilizati screen through a series of menu

¥ Q DPAS Inquiries selections. The processing screen has the
& QAdHoc d capability to perform all necessary edits
Y e Utilities and validations prior to updating the

3 0 Security database. The processing screens input

T @ Annex A AMCISS Interfar add, change, and delete data to the

F eAnnenAAlnteg:aledFaci database and initiate data queries for

= @ Annex B AMDF Interface retrieving specific information. The

% @ AnnexBB. Database Lat frequency of “input ‘'is daily and the output
¥ QAnnexC SB 700-20 inter depends. on the type of information

+ @ Annex CC Supply Interfac required. The gqueries are run as required
¥ QAnnexD UIT Interface and the reports are produced wveekly,

+ QAmexE DITMS monthly, cquarterly, and annually, depending
+ Q Annex F Inventory Proce on the requirement.

+ 4% Anneg G Vehicle Group C.X.
+] f »

For further information akout DPAS, review _:_’

This is the main Help screen from DPAS.
» The right side window is the text viewing side. Your selection answers will appear here.

» The left side window is the selection side. The three tabs will allow you to select the type of
Help method desired.

» Initially , these three Icons are visible:

w jla |a |




Navigating DPAS

DPAS Online Help Screens (Cont'd)

~

> These Icon tabs can be expanded to reveal their Help functions:

U2 Contents i& lndes] ) §eatchi

4. Accept the default Contents Tab.

5. Double-click on the “purple book” for Catalog. This will open the chapters that are
related to the Catalog Module.

6. Click on the Catalog chapter.

The following screen will appear:

> DPAS
Fie Edt Bookmak Options  Help
HelpTopics  Back | = Pt |
{2 Contents | € Index] #4 Search]

- 1£] Welcome to DPAS
+ @ DPAS Locator Table and Release Ne

-

= Catalog infarmation is

& @ section 1 established and maintained for svery
@ Section 2 item on the property book. This

w Section 3 function -provides consistent

+ @ Section 4

! ) igentification and management of items.
# Q Section 5/Main Menu v

* Q Document Register

= @ Authorization Catalog refers to the

= (] Catalog cataloging portion of the
- 2] Catalog DPAS System. One basic
. ig Catalog Actions catalog record must be
EtatalogAdd Change Delete Proc ’ established for each

- (2] Manufacturers Part Number Add 1 unigue Stock Nbr. This

Reference Publication Add Chars record “i;l 31_91913’ to all
Expanded Description Add Chang hand rece 1PF 1‘58’_“5 .and
i£] SKO BIl AAl Configuration Add Cl other data identified by
- i£] Catalog Mass Changes Stock Nbr. It includes
; E] Stock Nbr Selected Mass Chang: select Army Master Data
- {£] Catalog Delete Mass Change Pro File (AMDF) and Supply
!_:E_‘| Catalog Interfaces Bulletin 700-20 data. A
I2] AMDF Update Process Descriptic Stock Nbr in DPAS is

‘] $B 700 20 Auto Update categorized into one of
Catalog Reports the following stock item

Catalog On Line Reports codes:
Catalog Print Reports
1£] Inquiries Catalog e A-National Stock
:10; Accounting | —"l-’ Number (NSN)
. R-Marnnfanturer .:.'

The right side of the screen will display information relating to the chapter that was selected. It

will list a definition of the term. By scrolling down, the user sees the list of related functions in
the selected section.

7. Scroll down on the screen, there will be a Pull Down Menu. Click on one of the choices
and it will list the processes involved to complete the transaction.



Navigating DPAS

DPAS Online Help Screens (Cont’'d)

If you select the Index Tab, the left side of the window will display the help index, sorted

alphabetically, starting with numbers. As you start typing your search, the index menu will
automatically jump to the beginning of the index.

8. Type in HAND. Notice as you start typing, the menu will jump to the first letter and
continue with the remaining letters.

9. Click Hand Receipt Holder Number Office Mass Change Process Description. The
following screen will appear:

& DPAS

=] B3

Fle Edt Bookmark ‘Options' Help

Help Topics  Back | piint

[« | » | efen ]

w 8 |

_Hand Receipt Holder Mumber Office

ass Change Process Description,

Hand Receipt

Hand Receipt and ADP Inquirie
Hand Receipt and ADP On Line
Hand Receipt and ADP Reports
Hond Receipt Batch Reports
Hand Receipt Excess Actions
Hand Receipt HOR Report
Hand Receipt History Inquiry
Hand Receipt Holder Actions
Hand Receipt Holder Add Chane
Hand Receipt Holder Add Chan¢
Hand Receipt Holder Add Chang
HAND RECEIPT HOLDER Hand
Hand Receipt Holder Inquires
Hond Receipt Holder Inquiry
Hand Receipt Holder Inquiry S
Hond Receipt Holder Module M
Hand Receipt Holder Number O
|Hond Receipt Hoider MNumber O
Hond Receipt Holder Number O
Hand Receipt Holder On Lire R .

< { »

HA Stock Nbr To _‘_‘

Display

anga Process Desoription.

[ARH Rum Office]
Hass Change
ahLoc Win

The purpose of this process ig to
generate a mass change of a major/sub hand
receipt number and/or office within a given
UIC. Office changes are made at the major hand
receipt/UIC level only. When a change is made
to the Office Identification, the Real Property
Table is read. If record(s) exist, they are
updated with the new Office (TO), and a record
is written to the Real Property History Table,
which includes a message text indicating the
change.

3 Receipt Nodule

R M OF fi.cel[HRH Num 0£face
Kass Change Hass. Change
lpzoc Dese | Box

Pre-Processing Regquirements:

The Hand Receipt Holder numbers, both
'FROM' and 'TO', must exist on the Hand
Receipt Holder Table.

If you click on the 2™ box (HRH Num Office Mass Change KD Box), it will take you to the

Key Data Screen. By scrolling down, the process will be explained along with a definition of
the fields. It will also show what is required and optional.

N-10



Navigating DPAS

DPAS Online Help Screens (Cont'd)

10. Select the Search tab; the screen below may appear. This is a one-time process. Once
is has been completed you will not have to do this step again. This will create your word
list for your searches in DPAS help.

Find Setup Wizard

Find enables you t hfor ific words and
phrases inhelp topics, instead of searching for
information by category:

Before pou can use Find, Windows must frst create a st
o database], which . 1 word o i

» i

Hefs).
To create this kist now chck Next.

{5 Minimeze database size | ded]
€ Maximize search capiatilities
" Custorize seaich capabiities

11. Select the default Minimize database size, and click L_t=t>_|,

Find Setup Wizard l

Click Firish to stait ereating the word fist. This ptocess
may take a whie, but you only need to do it once.

Once the list has been created, you can click the Find
tab to search for specific words and phrases.

N-11



Navigating DPAS

DPAS Online Help Screens (Cont'd)

12. Click Ii-

Z DPAS

The following screen will appear:

He  Edt “Bookiaik Dplions Search' Help

= [0] ]

Help Topics . 257 ]/ Piink

el e T ehen ]

Lia |
1. Type the word{s} yoy wish to find.

| i

3. Choose topic to/display.

A1 Concept of Operations
A2 Overview

A3 Process:

A4 General

A5 Transaction Intesface.
A6 End User Processing.
AAT General

AA2 Flow Chart.

AA.3 Flow of Information thrc
About DPAS
ACC
ACCTo
Ancpss d

=

2. Select malching words to namow :

Welcome to DPAS - The Defense
Property Accountability System

This system provides the
capability to maintain property book

. accountability, monitor equipment

utilization, and schedule preventive
maintenance actions. This is
accomplished by accessing the appropriate
processing screen through a series of
menu selections. The processing screen
has the capability to perform all
necessary edits and validations prior to
updating the database. The processing
screens :input ‘add, change, and delete
data to the database and initiate data
querieg for retrieving specific
information. The freqguency of input is
daily and the ogutput depends .on the type
of information required. The queries are
run as required and the reports are
produced weekly, monthly, quarterly, and
annually, depending on the requirement.

For further information about DPAS,

The left side of the screen will display three additional windows:

A 74

The first window allows you to enter your desired inquiry

The second window allows you to narrow your search according to what you are entering
into the first window.

The third window displays sub-topics that are related to your search.

N-12



Navigating DPAS

DPAS Online Help Screens (Cont'd)

Help In Each DPAS Module
1. From the DPAS Main Menu, click on Catalog.

2. From the drop-down menu, click on Help.

Hle DocReg Authn  Catalog  Accounting Hand Bept - HRH - Maint/Utl Inqtiries AdHoe * Ubiities - Sectrity - Help

N & (g

Document Authorizations
Register

Defense Property Rccountability System

e

Hand ——Inquiries

. nguen
Roceipt e iz

Ad Hoc Utilities
Reports

Exit DPAS

After selecting Help, you will see the same screens as before in the other Help section.

N-13



Navigating DPAS

DPAS Online Help Screens (Cont’'d)

Help On Each Screen
»  Each process window contains access to help, via the ? located just below the title bar.

1. Click on Catalog, then Catalog Actions, and then Catalog.

¥ DPAS Main Menu
Eile ‘DocHeg " Authn " Catalog - Accounting. Hand Rept’ HRH Mamt/UE Inqusies . Ad Hoc * Utiites ' Securty - Help

Defense Property Accountability System

Document Authorizations
Register

~
d Hand Receipt i
Roeeit “Holder T HUnienan
Ad Hi ith
Repol?tts: Uilities Exit DPAS

The following screen will appear:

2

Ml Part

Stock Nbr: | _J

ok | Clear |  Cancel |

2. Click on the ? and the Help menu will appear as before. This time it will list the processes
necessary to complete the transaction.

N-14



Navigating DPAS

DPAS Online Help Screens (Cont'd)

Help In A Data Element Field

> Data Element Help can be accessed by a right-click in the data input field.

1. Click on Catalog, then Catalog Actions, and then Catalog.

2. Right-click in any field.

Fey Data

What's This?
Who am I?

Stock Nbr: |l I

Right-click in any field and
these choices will appear.

Clear ! Cancel

3. Select either What's This? or Who am I?

Just like before, the same Help screen will be displayed, with the appropriate inquiry already
listed.

What's This? This will give a definition of the data field.

Who am I? This will display a window that displays the User Id, the Site Id, and the
Actbl UIC.

W'ho am T

User Id:.  mgriffit
Site Id:  ADP-1

Actbl UIC: WOMEAA

0K
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Navigating DPAS

Setting User Defaults

INTRODUCTION

The DPAS User Defaults screen allows you to enter and store commonly used information.

Information stored in the User Defaults screen will be used to populate DPAS data fields in
various DPAS processes.

PREREQUISITES
None
STEPS TO PERFORM ACTION
1. Select File from the menu bar.
2. Select User Defaults from the program group.

Print Reports
Management Messages

User Defaults

Changs Password

Actbl UIC

Security POCs

Message of the Day

DPAS Home Page

Exit F3

STEP 1:

SLlep Do foults

Basic {Doc Register| Bar Code | Maintenance } %%HI NT!
| Setting up defaults is not a

1 mandatory process within DPAS. |
uic: ] ] B But if you want certain fields to

always display on your Key Data

Office:
“ l 4 and/or Process screens, then
HRHNbr: | { ] i| enter that information on this
d screen.
Fund CdlAppn:] i_——_— ‘._’

The defaults are NOT stored on
your database, but on your
computer. So if you sign on to
DPAS using a different
computer, then you will needto |
change the pertinent

[ ok ] crear | Cancel | information.

N-16



Navigating DPAS

Setting User Defaults (Cont’'d)

STEP 2:

Once all desired default information has been entered, click e 1

f; \@/ ~ NOTE:

| Information stored as User Defaults will be used to populate all corresponding fields in other
| DPAS screens.

* The information in the User Defaults will only be used when processing a new transaction.

N-17



Navigating DPAS

Displaying Accountable UICs

INTRODUCTION

This process will allow you the capability to assign more than one Accountable UIC. This
process can be selected under File while still logged into DPAS. This process window will also
be displayed after login for those users who have access to multiple Accountable UICs. A
selection box will be provided to allow you to select another Accountable UIC from this
window.

PREREQUISITES

None

STEPS TO PERFORM ACTION

1. Select File from the menu bar.

2. Select Actbl UIC from the program group.

Print Reports
Management Messages
User Defaults

Change Possword

Scthl LIS

Security POCs

Message of the Day

DPAS Home Page

Exit F3

STEP 1:

Actb T Changs

Userld: Current Acthl UIC;
' Switch to Actbl UIC:

@ select which
Accountable UIC
you will want to
use.

Acthl'UIC  Activity Name

The list of Accountable UICs that are
assigned to a user are displayed in this

window. ® Click OK. l
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Navigating DPAS

Displaying Security POCs

INTRODUCTION

If you need to know who the security POCs are for your database, you can display them in
DPAS. The DPAS Systems Administrator establishes these POCs when he adds them to the

database.
PREREQUISITES
None
STEPS TO PERFORM ACTION
1. Select File from the menu bar.
2. Select Security POCs from the program group.

Print Reports

fianagement Messages
User Defaults

Change Password
Actbl:UIC

Zecurity POCS

Maessage of the Day
DPAS Home Page
Exit F3

A screen similarto the following is returned:

21 Hnil PRSL Holl - tigHE W £ B

A D0 v 818 doe 3
RANDALL REED 717-267-8181 randy .reed@dfa
RICHARD WALKER 717-267-8181 rwalker@emh1.1
TINA KNOLL 717-267-8181 tknoll@ilsc.ar
ED MYERS
JANE JDOE2 {717)267-8181 jdoe2@ilsc.tes
ZIMMERMAN MANDY 717-267-8181
TARDOSKY BOB 717-267-8181
CHARLIE STEBBINS 717-267-8181
DONNA JOHNSON X384
pouG PECK 717-267-8181
LEE COOPER 717-267-8181
RECTO TEST OF LOGIN/P 717-267-8181
ROBIN PINKERTON 717-267-8181 -
41 2]

E-mail N\

 scroll over to the
right to display the level
of security each person
has.

® 1f you need security
assistance, select the
security POC and dlick
E-mail.
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Message Of The Day

Displaying The Message Of The Day

INTRODUCTION

When you first log onto DPAS, the “Message of the Day” is displayed. All too often, users will
click the OK button without reading the messages. This process will show you how to
redisplay the “"Message of the Day”.

PREREQUISITES

None

STEPS TO PERFORM ACTION

1. Select File from the menu bar.
2. Select Message of the Day from the program group.

Print Reports

Management Messages
User Defaults

Change Password
Actbl UIC

Security POCs

tiassage of the Doy
DPAS Home Page
Exit F3

A screen similar to the following is displayed:

THIS 1S THE MESSAGE OF THE DAY THAT
INFORMATION

DAYTON VWILL PROVIDE YOU GENERAL

THEY CAN PROVIDE MESSAGES SYSTEM WIDE AS WELL AS DATABASE SPECIFIC

When you are finished
reading the messages,
click OK.

4
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Case Studies

Case Study Number G1

Title: Help

Objective: At the completion of this case study the student should demonstrate a capacity to
perform the necessary actions to query the DPAS online help.

Prerequisites:
Requirements:
References: Reference in the manual — Navigating DPAS

Policies/Procedures:

Scenario: Your activity is just newly converted to DPAS. You have been told that your office
will have total responsibility for accounting for all property both physically and financially. You
are a logistician and not very familiar with the financial accounting of property. However, you
are willing to learn.

Instructions: Use the on-line help in DPAS to find out all you can about the financial aspects
of tracking property.

Given:

Summary:

Class Discussion: Q & A
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Case Studies

Case Study Number G2

Title: Help2

Objective: At the completion of this case study the student should demonstrate a capacity to
perform the necessary actions to query the DPAS online help.

Prerequisites:
Requirements:
References: Reference in the manual — Navigating DPAS

Policies/Procedures:

Scenario: Your commanding officer would like to know how many items on the property book
are out on loan or on a lease. You look at the batch reports in DPAS and you see that there is a
Warranty/Service/Loan/Lease report that may get the commander what he needs. However, you
are not sure and you don't want to generate the report only to find out you can’t use the
information.

Instructions: Use the on-line help in DPAS, Annex ‘Y’, to take a sneak peek at the warranty
report to see if it will give the commander the information that he needs.

Given:
Summary:

Class Discussion: Q& A

N-22



